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Basic Information You Need To Know
About The State Records Center And Your Records

Underlined items throughout this Handbook refer to official State Form Names or
Numbers, or to important terms described in this Basic Information section.

Bold type items are used for emphasis, and to indicate required information on certain
forms.

Italics are used for general emphasis, but not to indicate items of specific importance.

What the State Records Center Does

The Records Center picks up and stores certain types of inactive records for State agencies.
The Records Center will process reference requests when you need one of those records back. The
Records Center staff will either deliver the file or box to you, mail it through interdepartmental
mail, or make it available for you to pick up at the Records Center. The Records Center will
destroy your records when their approved period for storage is over, after having gained
permission from your agency. As a courtesy to State agencies, the Records Center will also pick
up records from your agency that are ready to be destroyed, and handle their disposal.

Each of these services depends on a different State Form that needs to be filled out and
approved, and each service requires specific procedures for filling out the forms and preparing the
records. These forms and procedures are explained in detail in this Handbook.

If you need help with any Records Center procedures, feel free to call (317) 591-5325
between the hours of 8:00 a.m. to 4:30 p.m., Monday through Friday.

Record Series Number:
the First Thing You Need To Know

When working with the State Records Center, the first and probably the most important
thing you need to know about your records is their Record Series Number. This is the official
number that identifies the #ype of records you are dealing with. Some Record Series Numbers are
approved for storage at the Records Center, and some are not. The Record Series Number is not
the State Form number, and it does not refer to any number contained within the title that your
agency uses for your records. It is a unique number assigned to each different type or similar group
of records. You may be working with several different Record Series Numbers, and each one will
have different rules for storage and destruction.

Agency Records Coordinator: the Person Who Can Help

If you do not know your Record Series Number(s), talk to your agency's Records
Coordinator. This is the person officially designated by your agency to coordinate all storage,
transfer, and destruction of public records. Talk to your Records Coordinator even if you do
know your Record Series Number. He or she will have access to the Retention Schedule for
your agency, and can tell you about Records Center procedures, and any recent changes. Your
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Records Coordinator can help you with instructions on how to prepare the correct forms for
storing, retrieving, and destroying records, and you will need the Records Coordinator's signature
on any record transmittal or destruction forms. Some divisions within agencies have their own
informal Records/Information Coordinators, but only the official Records Coordinator for the
entire agency can sign the required forms.

If you do not know who your agency's Records Coordinator is, you can call the
Commission on Public Records, Records Management division at (317) 232-3658, to find out, or
view the list of Agency Records and Forms Coordinators on the World Wide Web at
http://www.state.in.us/icpr/webfile/recman/crdlist2.html.

If you are your agency's Records Coordinator, and you do not know the correct Record
Series Number for the type of records with which you are working, or need any other assistance
with records management, you can contact the Records Management division at the number listed
above, for help.

Retention Schedule:
Everything Else You Need To Know About Your Records

A Retention Schedule is a list of Record Series Numbers that was developed by your
agency, and the Records Management division of the Commission on Public Records, in order to
comply with Indiana laws and codes concerning public records.

For each Record Series Number, the Retention Schedule will list:

. Record Series Title : the official title that should be used with your Record
Series Number

o Agency retention: how long the records should be stored in your agency once
they become inactive

o Records Center retention: whether the records are approved for Records Center
storage, and how long they should be stored, if they are approved

. Total Retention Period: total amount of time the records must be stored after
they become inactive, both in-agency and at the Records Center. You should
use this number to calculate the possible destruction dates of your records

o Disposal instructions: What is supposed to be done with the records at the end
of their total Retention Period

. Any other special requirements, such as microfilming, State Board of Accounts
Audit requirements, additional copies, etc.

You may have a copy of this Retention Schedule; your Records Coordinator should
definitely have a copy. Always make sure that you are using the most updated version that exists;
important items like retention periods can change between versions.
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Transferring Records to the Records Center For Storage

Preparing the Records in Boxes

If you have checked your Record Series Number on the Retention Schedule , and
o Your records are approved to come to the Records Center for storage

. All requirements listed in the Retention Schedule have been met (required microfilm
copies have been made, records have been audited by State Board of Accounts, etc.)

. Your records have reached the end of their Agency retention

o Your records are not already past their destruction date (if so, see the section on
Courtesy Destruction)

then you are ready to begin preparing boxes for transfer and storage.
You will need to make sure the records are boxed and filed properly. ONLY records from a

single Record Series Number can go in the same box, and you should keep boxes with different
Record Series Numbers separate from each other:

Which Boxes to Use

You MUST use only the 1-cubic foot boxes that are approved for Records Center storage,
unless your records are warrants (checks). The 1-cubic foot boxes are State Form 46634,
available from State Forms Distribution, (317) 591-5228. Only the white boxes Records Center
boxes, with carton labels pre-printed on both ends, will be accepted. Used white boxes are
acceptable, as long as they are in good condition, but brown boxes will no longer be accepted for
new shipments of records.

If your records are warrants (checks), contact your Records Coordinator or the Records
Center (317) 591-5325, to determine the proper boxes to use.

Which Labels to Use

Instructions for Zow to fill out the labels are contained later in this Handbook, but you will
need to know which labels to fill out, first! Only fill out the label on one end of each box. If the
pre-printed label on one end of the box has old or incorrect information on it, cross that
information off and use the blank label on the other end. If both ends have been used, pressure
sensitive Records Center labels, State Form 25186, are available from State Forms Distribution.

ONLY these labels are acceptable; no photocopies or home-made labels can be accepted.
Labels may not be taped to the boxes, because tape will dry in the Records Center's climate, and
taped-on labels will fall off. When you use a pressure sensitive label, also make sure the old
information has been crossed off the other end of the box!
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If your records are warrants (checks), contact your Records Coordinator or the
Records Center-- (317) 591-5325, to determine the proper labels to use.

How Records Should Be Filed

(See diagrams in Pictures 1, 2, and 3.)

1. Before placing folders containing records in the box, fold down the flaps to reinforce the
sides of the container. These flaps should not be used as lids!

2. Place the file folders in the container with the tabs facing the same direction:
8 x 11 folders should all face towards the end of the box containing the label you filled out.
8.5 x 14 folders should all face towards the side of the box that is just to the left of the label
you filled out.

3. Make sure that the files are all in order within the boxes, and that all the boxes in one
Record Series Number use the same filing system.

4. If tabs or dividers are used to separate dates, or other groups, file the applicable record
folders behind each divider (not in front of it), and always place folders in the storage
container standing up. The only thing that may be laid flat in the box is large computer
paper that will not fit in the box unless it is stacked.

5. Never interleaf documents within the containers. This practice may cause damage to the
records during the referencing process.

6. Always file the records so that the file name or number is up, where it may be more easily
read.
7. Never use rubber bands to hold groups of documents together, because they deteriorate

quickly in higher temperatures. Instead, use dividers or accordion files to keep large groups
of records intact.

8. Never overfill storage containers. This practice causes stress to the seams and corners of
the box. At least 2 inches of space should remain at the rear of the container to ensure
sufficient space to safely reference the records contained or to re-file records which were
not present when the container was packed.

9. Do NOT tape the lids onto the boxes.
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Picture 2.
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Picture 3.
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Filling Out the Box Label

Print Legibly. Use permanent black marker only. You will use the information on the Box
Labels to fill out the Record Transmittal and Receipt form later on, and that information MUST
match, for each box, so make sure you can read your labels, as well as the Records Center staff!

To fill out the Box Label, you will need to know the Record Series Number, and three things
from the Retention Schedule for that Record Series Number: the Record Series Title, the Total
Retention Period, and whether the records are to be destroyed at the end of that period, or
transferred to the Indiana State Archives.

Picture 4 shows the Box Label and the numbers that correspond to these instructions. Fill out
everything on the label except Box 7, the Box Number, first. Special instructions for numbering
your boxes are listed after Picture 4. All items in bold type are required.

Box 1: Agency

Box 2: Division

Box 3: Official Record Series Title

Box 4: Record Series Number

Box 5: Inclusive dates (date of oldest record in box to date of newest record in box). You may
advance the ending dates to the end of the calendar or fiscal year if you choose, in order to
have all boxes from the same year destroyed at the same time. (If the newest record is from
8/98, you may list it as 12/98, or 7/99, if you wish.)

Box 6: Arrangement of files. Very helpful to Records Center staff when retrieving files.
Box 7: Box (or "Carton') Number.
Box 8: Notes, such as specific box contents. Helpful to Records Center staff when retrieving files.

Box 9: Destruction date. To figure the correct Destruction Date, add the Total Retention Period
to the ending date (newest records) of the box's contents, and then add one month. In other
words, if the newest records in the box are from 8/98, and the Total Retention Period is 10
years, the Destruction Date should be 9/08. If the records date to the end of the calendar
year, remember to add that extra month: 12/98 plus 10 years would equal a Destruction
Date of 1/09. If the Retention Schedule says that the records should be transferred to
the State Archives after their Retention Period is over, write " Archives" in this box,
after the date.

Box 10 and 11: Records Center Use Only.

HIPPA Stickers

PHI Florescent Red Labels - Per HIPPA guidelines, it is required that PHI (Protected Health
Information) labels be placed on all cartons that contain health information. It has been
determined that the appropriate place for these labels will be upper left corner of the side with the
carton identification label. Also a second label should be placed in the coordinating corner of the

lid.



Picture 4.

EBox Lahel, State Form 25186
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Special Instructions For Numbering Boxes

Arrange all of the boxes chronologically within each Record Series Number, based on
their destruction date, and, for boxes with the same destruction date, their contents' ending date.
Then number the boxes, in that same chronological order! (If you started numbering with Box 1,
then Box 1 would be the oldest box, Box 2 the next oldest, etc.)

You don't have to start at "1," but whatever number you start with, keep numbering in order
for all of the boxes with that Record Series Number. Do not start over for boxes from a new year,
or a new section. Do not start over with #1 even when you are sending a completely new shipment
of a record series, if you have previously shipped that series to the Records Center. Instead, keep
track of the last number you used, and begin the new shipment of that record series with the next
number.

Only start over when you reach a new Record Series Number. When you reach a new
Record Series Number, do start over, or start a different numbering system.

You can include letters in your box numbering system (such as "C-141"), but if you do,
please put the letters first, and the number last; this helps Records Center staff when they are
searching for a particular number.




The Record Transmittal and Receipt Form (State Form 23628)

When your boxes have been prepared, and the labels, including box numbers, have been
filled out, you will be ready to prepare the Record Transmittal and Receipt form. This form lists
all of the boxes that you wish to send to the Records Center for storage. It must be submitted to the
Records Center and approved by the Records Center staff, before your boxes can be picked up.
State Form 23628 is available from State Forms Distribution, and only the 4-ply official forms will
be accepted. Revision 6, from 6/96, containing the Records Center's new address at 6400 E. 30th
Street, is preferred.

Filling Out the Record Transmittal and Receipt

For each group of boxes with the same Record Series Number, you must fill out one set
of Record Transmittal and Receipt forms. Twelve (12) boxes can be listed per page. The boxes
must be listed in numerical order by Box Number, and chronological order by destruction
date and contents' ending date. (This should be the same order!) This is why it is essential to
arrange your boxes chronologically first, and then number them. This order should extend to all
pages for the same Record Series Number. When you begin a new Record Series Number, you
must start a new page, and start numbering the pages again from "Page 1".

The information for each box on the Record Transmittal and Receipt form should come
from the Box Label for that box, so do not skip ahead to these instructions before filling out
your Box Labels! If the information on the Record Transmittal and Receipt does not match
the Box Label, the boxes cannot be picked up.

Picture 5 shows the Record Transmittal and Receipt form and the numbers that correspond
to these instructions.

Everything except signatures, Page Numbers, and "Archives' note MUST be typed.
All boxes on the form are required, except the ""Notes' box, which is for your use.

Box 1: Agency and Division that is transferring the records, and your return address.
If the form must be sent back for correction, Records Center staff must have your
office address, not just the address where the records are actually located.

Box 2: Address where the records are located. If it is the same as the address in Box 1, you
may simply type "Same as Above Address."

Box 3: Signature of the official Agency Records Coordinator

Box 4: Date the form was signed by the Records Coordinator

Box 5: Name of the person actually transferring the records, i.e. you, or your supervisor
Box 6: Job title of the person transferring the records.
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Box 7:

Boxes 8-10:

Box 11:

Box 12:

Box 13:

Box 14-15:

Box 16:

Box 17:

Box 18:

Phone number of the person transferring the records

RECORDS CENTER USE ONLY. Records Center staff person will sign his/her
name, title, and date that records are received.

Official Record Series Title of the records being transferred

(Box 3 on the Box Label)

Remember: only one Record Series Name and Number may be used on a single
set of transmittal pages. It is therefore only necessary to type the name once on
each page, on the first line under Box 11.

Record Series Number
(Box 4 on the Box Label)
Again, it is only necessary to type the Record Series Number once on each page.

If the Retention Schedule says that the final disposal for the records is "Transfer to
State Archives," print or type "ARCHIVES" in the blank space in Box 13.

Destruction Dates

(Box 9 on the Box Label)

Remember: these MUST be listed in chronological order, by year, and then by
month.

If the Destruction Date is this month, or earlier, the box cannot be accepted for
storage, and should not be listed on the Record Transmittal and Receipt. If this
is the case, see the section on Courtesy Destruction.

Inclusive dates of the records in each box
(Box 5 on the Box Label)

Notes, for your use. Anything you think you will need to know about the box
contents in order to help you identify which box your file is in! The Records Center
does not index this information; its only purpose is to help you, so be as specific as
you need to be.

Box Number

(Box 7 on the Box Label)

Only one box per line, and only list each box once! Boxes MUST be listed
consecutively. Numbers should not be re-used within the same Record Series
Number. (The next time you send a shipment of the same Record Series, please
continue on from where you left off with the numbering system. If the last box on
the previous shipment was #10, make the first one from the new shipment #11.)



Box 19:

Box 20:

Box 21:

Accession Number: RECORDS CENTER USE ONLY. The Records Center will
fill this out, but it will help immensely for you to understand what it is: this is an
identification number assigned to each individual set of Record Transmittal and
Receipt pages whose boxes were picked up at the same time, with the same Record
Series Number (Pages 1 of 5 through 5 of 5, for example). So when you tell
Records Center staff the Accession Number of a box, you are telling them exactly
which Record Transmittal and Receipt form the box is listed on.

Location: RECORDS CENTER USE ONLY. This area will usually remain blank.
A copy of the form with the location information attached as a computer printout
will be returned to the Agency Records Coordinator. This information should be
shared with or passed on to the Division which transferred the records. If you do not
receive location information for boxes you have sent to the Records Center, contact
your Records Coordinator.

Type or print the page number and the total number of pages FOR EACH
RECORD SERIES NUMBER YOU ARE TRANSFERRING. Start over with
"Page 1 of ...." when you begin numbering pages for a new Record Series
Number.

The ""Audited" and "Microfilmed" boxes should be checked as appropriate, only if those items are
required by the Retention Schedule.




Picture 5.

Esuale o wifnig - POAiNED. UG G - Y UORPRUOLE RG] e Susle o) wimiy - DUES ST EU0S - BPUM  CNOLLASIMLEIa

6l

8L Ll

9l «<cw <l Ll

WOV NOHES300Y

HIGWNN
NOLHYD

o] 88, ]

EILOMN

ERE G SRR

oL .

SEUCd BULAi SO MU PUSig] 0 naulg

L

m specoas Buumsuen salogdas po swey

ONT] S3A [
ON[] Ss3A[]

AL LGIREUORS J0 amjuubes

AIWNHA0EIN
a3aLany

HYLL HLON HARAMNN ARYH
AL
.-.-,M.hn.uiw‘_nﬂn SAHTE SAH0ITE
VIO S0H02FH
N SZEG-1EG-LLE ucytay
dn-paoosd 8g A SPUaoa) SIBUYM SEIIPPE | ._n-:.u.n_._. GLEGF NI Spodeueipu)
‘B UMD 3 00v
r HALNID SOHO0EE

WHYIOMI 30 SUWLE

i J0 DORI0 JO SSAUDDT DU SUSS HORhEC)
WO

Bueagous o Lonaduod wodn Leale Gyr of LheS &g W UORILLIGILY UOJISaT f

RSN G SO BUY B BU7 J0 woal ag e idaoary F

B SEELELY POPUGILT O Joud JaJUET) SPA0GY Of LUGY SIS PUSS pUT Sawe T
Appopliay pur A0aN0oe NSNS 0) R0 W pedd) 0 ST EImUsEeg S L SSNOLLAMNLSK

a-
(009 1Byl azvez wodsms iy .__
1dI3234 ANV TVLLINSNYHL QH023Y

e

13



Submitting the Record Transmittal and Receipt Form

When you have completed the Record Transmittal and Receipt form, make sure your
Records Coordinator has signed it! If you are the Records Coordinator, and someone has
submitted a Record Transmittal and Receipt to you for signature, check it to make sure that the
instructions for filling it out were followed correctly.

Paperclip each set of forms with inclusive page numbers (Page 1 of 5 through 5 of 5)
together, and mail all forms to the Records Center at

Commission on Public Records
State Records Center

6400 East 30th St.
Indianapolis, IN 46219

The forms can be sent through interdepartmental mail.

The Records Center staff will check each form to verify that the information is correct
according to the Retention Schedule.

Forms will be returned to you if:

Any pages are not signed by your agency's official Records Coordinator
Record Series Number is not approved for Records Center transfer
Record Series Number and Title do not match

The agency retention period listed in the Retention Schedule is not yet over
Requirements such as State Board of Accounts Audit or microfilming have not been
met

Destruction dates are incorrectly calculated

Boxes are listed that are past their destruction date

Boxes are not listed in numerical and chronological order

More than one Record Series Number is listed on a page

Box Numbers have been repeated within the same set of pages

Any of the required areas have been left blank

You will need to make any necessary corrections to both the Record Transmittal and
Receipt, and the corresponding Box Label, and then return the Record Transmittal and Receipt
to the Records Center.




Pick-up of Records for Storage

If Records Center staff have verified that your Record Transmittal and Receipt form is
correct, your records will be placed on the schedule for pick-up. It may take several weeks for the
records to be picked up, not counting any time spent on correcting the forms. Pick-up time depends
on how many different agencies have submitted Record Transmittal and Receipt forms, the
current condition of the Records Center vehicle, and availability of staff.

You will be called at least one day prior to pick-up of records; Records Center staff will
make every attempt to give you more notice than that, but pick-up schedules can change due to
many last-minute emergencies, vehicle breakdowns, downtown traffic, etc.

To get your records ready for pick-up:

1.

Make sure that the boxes are in an area that Records Center staff can reach
reasonably easily; this includes available parking for a large box truck. Records in
the office should be as close to the front of the office as possible, because Records
Center staff will need to bring a cart or pallet jack into your office, and will need as
much room as possible to move it.

Make sure the boxes are stacked in the order in which they are listed on the Record
Transmittal and Receipt form, and placed with the Box Labels facing OUT!
Records Center staff will match each box to its listing on the form, and the sooner
they can read the information on the boxes, the sooner your records will be picked

up.

Make sure the boxes are clearly designated for pick-up by the Records Center, and
make sure someone who knows where the boxes are located, and which boxes are
which, is present on the day arranged for pick-up. If you have boxes for both
storage and destruction (instructions for destruction are listed later in this
Handbook), make sure these are kept separate from each other, and clearly
designated as to which is which.

Make absolutely sure that your boxes and labels are the approved State Forms, that
the information on your Box Labels matches the information on the Record
Transmittal and Receipt, and that your Box Labels are filled out legibly in black
marker.

If any of the items in number 4 are not correct, or the boxes are simply not ready at the time
arranged for pick-up, your Record Transmittal and Receipt form(s) will be returned to you at
that time, and the boxes will not be picked up until the forms have been mailed back to the
Records Center with an indication that the problems with the boxes have been corrected.

If the boxes are picked-up, a Records Center staff member will sign and date boxes 8, 9,
and 10 on the Records Transmittal and Receipt form, and give the goldenrod copy to you or
your representative as a receipt of pick-up.
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Yellow Record Transmittal and Receipt with Locations

After your boxes have been picked up and given a location in the Records Center, you or
your Records Coordinator will receive the yellow copy of the Record Transmittal and Receipt,
with a location printout attached. This yellow copy will contain the Accession Number assigned
by the Records Center. Keep all pages with the same Accession Number together!

The location printout will contain most of the same information as the Record Transmittal
and Receipt form, arranged slightly differently. What you need to pay most attention to is the
number in the "NEWLOC" column for each box. This is the current location of that box, and it is
the one you should use when requesting files from the box (described later in this Handbook). All
other location columns (OLDLOC, RANGE, ROW, and SHELF) refer to previous locations, and
should only be used if you do not know the NEWLOC.

Keep the yellow copies and printouts together, and file them in the manner that is easiest
for you to use; if you wish to match the way they are filed in the Records Center, it would be by
Record Series Number, and then by Accession Number.

You may occasionally receive updated location printouts, if boxes need to be moved within
the Records Center. If this happens, remove the old printout from the yellow form, and attach the
new one.




Courtesy Destruction

Preparing the Records Destruction Notification (State Form 16, R6)

Whether you will be destroying your own records, or you are requesting that Records
Center perform the destruction for you, approval must be gained from the Records Management
division prior to any destruction.

Therefore, you will need to prepare and send a Records Destruction Notification to the
Records Management Division of the Commission on Public Records, Indiana Government Center
South, Room W472, for approval. If courtesy destruction is requested, it will be passed on the
Records Center Staff, who will contact you to arrange pickup of the records, just as they do for
records to be stored.

You prepare the Records Destruction Notification with the same information you would
use to prepare a Record Transmittal and Receipt: the Record Series Number, and the
Retention Schedule.

Check the Retention Schedule and be sure that the records are eligible for disposal
according to their date, that all other requirements, such as microfilming and auditing, have been
met, and that the records are to be destroyed, and not sent to the Indiana State Archives. (If they
are to be sent to the State Archives, contact the State Archives Access Support Unit at
(317) 232-3661 for information about how to arrange transfer.)

Picture 6 shows the Records Destruction Notification and the numbers that correspond to
these instructions. Required information is listed in bold type.

Please type the information if at all possible, or fill out very neatly in black ink. Attach a note with
your name and telephone number, as well as the location of the boxes.

Box 1: Agency

Box 2: Division

Box 3: Destruction Date = date the records became eligible for destruction

Box 4: Official Record Series Title

Box 5: Record Series Number

Box 6: Inclusive dates of records

Box 7: Method of destruction: leave blank unless your agency is performing the
destruction in-house.

Box 8: List the number of cubic feet (boxes) you wish to have destroyed.

Box 9: Courtesy Destruction. Check this box.

Box 10: Location where Records Center may pick up boxes. Leave blank if you

are destroying the boxes yourself.

+ o+



Box 11 and 12;
Box 13:

Box 14:

Box 15 and 16:

Box 17 and 18.

Picture 6.
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RECORDS DESTRUCTION NOTIFICATION
Stmtn Ferm 15 (RIT 1 dufi)
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Agency Record Coordinator's signature and date signed
NOT APPLICABLE

Despite the 'records center use only' label, you may list the box numbers
here, if the boxes are numbered. Otherwise leave blank.

NOT APPLICABLE

Send this form to Records Management when completed; if approved, RM
staff will check the appropriate box(es) and either return it to you (in-house
destruction) or pass it on to the Records Center (courtesy destruction). If not
approved, Records Management staff will return it to you with an
explanation.
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Pick -up of Records for Courtesy Destruction

The boxes must be State Form 46634, just like boxes being sent for storage, and just as you
would for boxes being sent for storage, you should

1. Make sure that the boxes are in an area that Records Center staff can reach
reasonably easily, both when parking a large truck, and using a cart or pallet jack in
your office.

2. Make sure the boxes are stacked in the order in which they are listed on the
Records Destruction Notice, and placed with the Box Labels facing OUT!

3. Make sure the boxes are clearly designated for pick-up by the Records Center, and
make sure someone who knows where the boxes are located, and which boxes are
which, is present on the day arranged for pick-up. If you have boxes for both
storage and destruction, make sure these are kept separate from each other,
and clearly designated as to which is which.

4. Make absolutely sure that your boxes and labels are the approved State Forms, that
the information on your Box Labels matches the information on the Records
Destruction Notice, and that your Box Labels are filled out legibly in black
marker.

If any of the items in number 4 are not correct, or the boxes are simply not ready at the
time arranged for pick-up, your Records Destruction Notice(s) will be returned to you at
that time, and the boxes will not be picked up until the forms have been mailed back to the
Records Center with an indication that the problems with the boxes have been corrected.



Requesting Records from the Records Center

When you need a file that is stored at the Records Center, you can request it back using a

Request for Record form (State Form 24019, R4).

Procedures For Requesting Records

1.

The Records Center will only honor Requests for Record which are submitted by the
agency holding title to those records.

Only one file, document, or box can be listed on each Request for Record.
One copy of the Request is placed in the box, or on the shelf, to act as an "Out" slip, so
each request must only refer to one item.

All information requested on the Request for Record must be provided in as complete and
legible a manner as possible. Typed requests are preferred. Be sure all four sheets of the 4-
ply form are legible. Occasionally the chemicals do not transfer and some sheets cannot be
read. In that case, carbon paper should be used.

Keep the top copy. This will enable you to keep track of your requests.

Send the three bottom copies to the Records Center. Two copies will be kept by the
Records Center, and one, the yellow copy, will be attached to the requested document. The
yellow copy must remain attached to the document/file folder.

Requests for Record may be sent to the Records Center through Inter-Departmental Mail,
or be placed in the in-coming mail basket in the office of the Commission on Public
Records, Indiana Government Center South, Room W472.

Only send Requests for Record through U.S. mail if you are not located in the
Government Center and do not have access to Inter-Departmental Mail. If this is the case,
mail requests to Commission on Public Records, Records Center, 6400 E. 30th Street,
Indianapolis, IN 46219.

In an emergency, Requests for Record may be faxed to (317) 591-5328. (Mailed requests
are strongly preferred.) If your request is faxed, the copy attached to the document will be
white or green.

In an emergency, completed Requests for Record may also be brought to the Records
Center at 6400 East 30th St. to be filled. The person bringing the Request to the Records
Center must present proper identification. Please call ahead and let Records Center staff
know you will be coming, so that directions on how to locate the Records Center section of
the building can be provided, and so that Records Center staff can pre-locate the required
box in order to retrieve the requested files efficiently upon your arrival.

Requests will be filled in the order in which they are received.

Telephone Requests for Record will not be accepted.
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Filling Out the Request For Record

Typewritten requests are preferred. When prepared by hand, please print legibly. All
bold type information must be provided. Picture 7 shows the Request for Record with the
corresponding numbers, plus two filled-out examples.

Boxes 1-4:  Name, title, signature, and phone number of person requesting the file, and the
date requested
In case of problems, the Records Center must know who to contact and how to
contact them. Box 4, "Date Signed," is especially important. If the Records Center
receives another request for the same document, we can tell the approximate date
that the record was sent out from the Records Center, and to whom.

Box 5: Agency and Division requesting record

Box 6: Address to which record should be delivered
Box 7: Official Record Series Name

Box 8: Record Series Number

Box 9: Date of Record

Box 10: Box Number

Box 11: Location

If your location printout shows a "NEWLOC" column, use that entire number,
including any letters. Each NEWLOC will have two dashes, dividing the location
into three parts; put each part in order in a separate box (the Range-Row-Shelf
boxes on the R). Do NOT use the "Range" "Row" and "Shelf" listed on the location
printout. If you do not have a location printout, contact your Records Coordinator
first, and then the Records Center.

Box 12: Name or Number of File
The identifier for the file. Please be sure to list an identifier that matches the
method in which the box is arranged. A file number will be no help in locating a file
if the box is arranged alphabetically, and a name will be no help if the box is
arranged by file number.

Box 13: Records Center Use Only. If the request cannot be filled, it will be returned you,
and this box will indicate why.



Picture 7.

Request For Record (SF 24019)
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Example of completed Request with new (mezzanine) location
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Agency and Divisian

__Department of Correction, Central Office
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5 | . - i
TAddreas [Bulioig, Boam Nembar, CITy, 21F coaR O Previous Losn Ta:
| 6. [ 0 tet in 2ax
RECORD DATE OF LOGATION | GNE [TEM PER REQUEST FORM
SERIES NUMBER|  RECORD EUEHUNBER F:!l.n.%ﬁE ROW | SHELF | T ar Harnber f File —]
10 |
8. 9. - 12. |
Hame and Title af Anquaster | Talephona Humber |7 RECORD GENTER USE ONLY
Dave Jones, ProgramDir. 317, s5s.6607 S r—
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Example of completed Request with new (skid rack) location
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;-/l State Form 24019 (Rd / S88)

Agency and Divisian
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Diata Sigmed Manth, Day, Year)
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MAME OF RECORD SERIES REQUESTED
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Receiving Your File or Box
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If you request a file, the Records Center will send it to you via interdepartmental mail,
unless you let the Records Center staff know that you would like to pick it up yourself. If you
request an entire box, Records Center staff will deliver the box to you.

Returning Your File or Box

When you are finished with the file, send it back to the Records Center with the yellow copy of
the Request For Record still attached. When you are finished with a box, call the Records Center
at (317) 591-5325 to arrange for Records Center staff to pick it up.
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Destruction of Records Stored at the Records Center

Responding to Destruction Notifications Sent by the Records Center

See Picture 6 for a diagram of this form.

For records stored at the Records Center, the Records Destruction Notification (State
Form 16) will be sent to the agency Records Coordinator for signature when destruction is due. If
the Notification contains a note with the word "ARCHIVES" written or typed, the records will
actually be transferred to the Indiana State Archives for evaluation, not destroyed by the Records
Center.

The agency Records Coordinator may submit the Notifications to the heads of the
divisions concerned with the records, for their approval, but this approval should not be indicated
on the Notification itself. Only the agency Records Coordinator's signature should go in Box 11,
and only if records are approved for destruction.

If Records May NOT Be Destroyed

A copy of State Form 47167 (Notice to Records Coordinator) will be sent with each
month's Record Destruction Notifications from the Records Center. (See Picture 8.) This form
may be photocopied. If there is some reason that the records cannot be approved for destruction,

1. Check the appropriate reason on the State Form 47167.

2. Give a possible destruction date if you can.

3. Have the agency Records Coordinator sign and date the SF 47167
but NOT the Records Destruction Notification.

4. Attach a copy of State Form 47167 to each group of Records Destruction Notifications to
which that reason applies.

5. Return the unsigned Records Destruction Notifications to the Records Center, along with
the attached State Form 47167.

Please do not keep the Records Destruction Notifications pending the time when they
might be eligible; this makes the tracking of which Records Destruction Notifications have been
sent out and returned difficult for the Records Center. If Notifications are returned unapproved,
Records Center staff will re-date them with the possible destruction date given on the SF 47167,
and return them to the agency at that time.

If Records May Be Destroyed

The agency Records Coordinator should sign and date Boxes 7 and 8 of the Records
Destruction Notification, and send the entire form to the Records Management Division of the
Commission on Public Records, Indiana Government Center South, Room W472, for approval.
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NOTICE TO RECORDS COORDIMATOR

| Gtate Form 47167 (5-85)

Pleass check the enclosed SF-16(5) with appropriale agency division regarding any pending litigation or audit. I for any
reason these records may nol be destroyed, check the apprapriate box below and sign. Return BOTH copies of the
unshgned 3F-15 to the Records Center. IF records may be destroyed, sign SF-18 and send white copy to CPR £ Records
Manzgement Divisien, W472, Indiana Government Center South.

[0 state zudit pending [l Federal audit pending
[ state/ Federal litigation {capy of court order aftached)

O other

Fassibia destruchion di [manil, day, ped

Sipnature of Record Coordingsor ] Drate (manth, day, yern)

THIS FORM MAY BE DUPLICATED.

What Happens When The Records Destruction Notification is Signed

Records to be destroyed are either shredded at the Records Center, and then sent to
a private, bonded recycling company., or they are sent directly to the recycling company. Only
records considered highly confidential are shredded at the Records Center. The records are
recycled at no cost to the State of Indiana, with an occasional small profit.

Records scheduled for transfer to the Indiana State Archives are either sampled by the State
Archives staff, or kept in their entirety, depending upon the instructions in the Retention Schedule
and determination of possible historical value. Records transferred to the State Archives become
the property of the State Archives, not the originating agency, and requests to see those records, if
they still exist, must be presented to the State Archives Patron Services Unit

(317) 591-5222.




People, Addresses, and Phone Numbers You Should Know

Indiana Commission on Public Records
(Division Directors' phone numbers are provided only if they cannot be reached at the main
information number for the division.)

Indiana State Records Center Phone: (317) 591-5325
6400 East 30th St. Fax: (317)591-5328
Indianapolis, IN 46219

Records Management Division Phone: (317) 232-3658, 232-3285
402 W. Washington

Indianapolis, IN 46204

Indiana Government Center South W472

Records Analysts Larry Hummel, Amy Robinson
.. AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA ..
Indiana State Archives Main Phone Line: (317) 591-5222

6440 E. 30th St.
Indianapolis, IN 46204

Phone: (317) 591-5220 ext. 232
(Viewing of Records)
Dr. Alan January

Phone: (317) 591-5220 ext. 223
(Incoming Records)
Tim Dunwoody

Micrographics Division Phone: (317) 233-3746
100 N. Senate
Indianapolis, IN 46204

Indiana Government Center North N0O55

Other Commission on Public Records divisions are listed in your State Telephone Directory.

Department of Administration

State Forms Distribution Phone: (317) 591-5220 ext. 229
6400 E. 30th St.

Indianapolis, IN 46219

Agency Records/Forms Coordinators List: http://www.in.gov/icpr/records_management/crdlist2.html
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For further information, please contact:

Indiana State Records Center
6400 East. 30th St.
Indianapolis, IN 46219
(317) 591-5325
http://www.in.gov/icpr/records_center/

Indiana Commission on Public Records
402 W. Washington St. - Room W472
Indianapolis, IN 46204
http://www.IN.gov/icpr




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.3
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


